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Electronic Plan & Document Submittal Guide

The City of Duluth has a tool available for you to “drop off” a set of electronic plans for Construction Services to pick up.
This allows for the exchange of files which may be very large. This list of instructions will guide you to delivering plans to

Construction Services.

1. Before dropping off any plans electronically, make sure that you communicate with Construction Services in
some way to make sure somebody is aware that plans are incoming. If you have not worked with anyone yet,
please contact permittingservices@duluthmn.gov to begin the conversation and understand what will be

expected.

2. Navigate to https://files.duluthmn.gov to access the service.
Note that there is an option for you to log on here. This is for internal city employees and you will not

be required to log in (although you will need to verify your email as a member of the public).

a.

Plan and Document Drop-off

3. To drop off plans, simply click the blue button that states “Drop-off”.

Home Login

| |
Username: [:] Password:
If you are A City Employee, you jfiay login here:

oid having to verify your email address,

Login |
and drop-off files to Guest users.

Anyone may pepform the following activities:

Drop-off | Drop-off (upload) a file for A City Employee {email verification required).
m Pick-up (download) a file dropped-off for you.

Construction
duluthmn.gov/csi | 218-730-5240 | permittingservices@duluthmn.gov CS&I Services &
Cityof Duluth | Inspections
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4. Once you fill out the information on the next screen, click “Send Confirmation.

Information about the Sender

If you have been given a "Request Code" then just enter it here and clig)l the button at the bottom of this forr

Request Code: [ I/ ]

If you do not have a "Request Code” then please complete the m%of this form:

Your name: [ Duluth Citizen / }nequined]
7
Your organisation: [ Conslmctin%uluth

required)

(N

Your email address: [ ckibler@%luthmn.gnv{ = }nequined]

| now need to send yu a confirmation email.
When you get it in a minge or two, click on the link in it.

5. You will receive an email from “WorkOrder, IT” shortly where there will be a link to the drop-off site.

(1)) ¥ - - [ZendTo] You are trying to drop...
Message Q Tell me what you want to do...
2 Repl Y
& x (<l Reply m > jel
z@ Delete @ iy Al = Quick Move  Tags  Editing  Zoom Phish
& e G| Steps ~ - - - Alert
Delete Respond Quick Steps = Zoom | KnowBed ~
WorkOrder, IT Chris Kibler 10:15 AM
[ZendTo] You are trying to drop-off some files “

This is an automated message sent to you by the ZendTo service.

Name: Duluth Citizen
Organization: Constructing Duluth
Email: ckibler@duluthmn.gov

You have asked us to send you this message so that you can drop-off some files for someone.
IGNORE THIS MESSAGE IF YOU WERE NOT IMMEDIATELY EXPECTING IT!

Otherwise, continue the process by clicking the following link (or copying and pasting it into your web

browser):

https://files.duluthmn.gov/dropoff.php?auth=1a5f4ae96af6fb2606f20b2f5ff3b368
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6. Following the link allows you to upload any files you need for delivery. Please enter the following information.
a. Email address of your contact within Construction Service (click the green + to add names).
b. Description of the project which you are dropping off.
c. Attach all files you need to deliver.
d. A short description of the attachment.
e. After a-d are complete, click the “Drop off Files” button.

From:

[Duluth Citizen (ckibler@duluthmn.gov) Constructing Duluth

Send e-mail message to recipients
Send an email to me when the recipient picks up the filg
To:

A Test (permittingservices@duluthmn.gov) — o

Short note to the Recipients

ple permit for demonstration purposes.

|8

Choose the File(s) you would like to upload
1: I\DEVELOPMENT\ConstSves'\KiblenAttachments'202C  Browse... Desciy D | Permit Application

(0.49MB)

C

2: \DEVELOPMENT\ConstSves\KiblerAttachments'202C Browse... Description:| Drawing Set

(1.92MB)

File 3: \DEVELOPMENT\ConstSves\Kibler\Attachments\(5) A Browse... Description:[ Erosion Control Application (0.77MB)
File 4: Browse. .. Description:[
File 5: Browse... Description:[

—h A A A

3.19MB / 2048MB
38 Drop off Files

7. Verify on the “Drop-Off Summary” page that everything looks the way it should (i.e. all of the files you expected
to send are there and to all of the correct recipients).
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If you selected the option in step 6 to be notified when files are picked up, you will get another e-mail from
“WorkOrder, IT” notifying you.

" [ZendTo... el

Message Q Tell me what you want to do..

x|l & i Pl R q E

Delete Respond  Quick Move Tags  Editing Zoom Pk
- - Steps - - ¥ * Al

Quic. Zoom Knor ~

WorkOrder, IT Chris Kibler 0:28 AM

[ZendTo] permittingservices@duluthmn.gov has pic... ,,

This is an automated message sent to you by the ZendTo service.

The drop-off you made (claim ID: WNKabRgmGdXZffVP) has been
picked-up.

The file (5) A1-00 - SITE PLAN.pdf was picked up.
permittingservices@duluthmn.gov made the pick-up from
172.17.105.150.

Picking Up Files

9. If a member of Construction Services has files to send to you, they may provide you with a Claim ID and a Claim

Passcode. These codes will also be in an email from “WorkOrder, IT”.

To send the file to someone else, simply send them this Claim ID and Passcode:

Claim ID: J6in59NChQRrBSNd
Claim Passcode: Y6hVRHfbthcp2hH3

MNone of the files has been picked-up yet.

10. From the original screen, select “Pick-up”

Home

Username:

If you are A City Employee, you may login here:

Avoid having to verify your email address,
and drop-off files to Guest users.

Anyone may perform the following activities:

Drop-off (upload) a file for A City Employee (email verification required)

m Pick-up (download) a file dropped-off for you
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11. Enter the Claim ID and Claim Passcode previously provided to you and click “Pick-up the File(s)”

Claim ID: | J6in59NChQRrBSNd
Claim Passcode: | YEhVRHfbthcp2hH3
Pick-up the File(s)

12. The next screen provides a summary of the entire drop off. All files that you were given will be listed, along with
a description of the file. In order to download the file, just click on the Filename. You will be prompted to save
the file to your own computer or network location.

Drop\Off Summary

Click on a filename or icon to download that file.

Filename Type Size Description
L] (5) A1-80 - SITE PLAN.pdf application/pdf 791.3 KB Site Plan
1 file

From:

[Chris Kibler (ckibler@DuluthMM.gov) City of Duluth from 172.17.105.150 on 24 Mar 2020 10:31:23 AM

To:

Duluth Contractor (permittingservices@duluthmn.gov)

Test Drop Off

Claim ID: J6in59NChQRrBSNd Claim Passcode: Y6hVRHfbthcp2hH3
MNone of the files has been picked-up yet.
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